


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Accounting Clerk POSITION
NUMBER 01-0101 JOB SERIES: 0525 PAY LEVEL: NF-1 Summary of Duties:
Performs a variety of accounting clerical duties pertaining to the maintenance of accounting records involving
routine and recurring tasks in areas such as, account receivable, account payable, invoice audits, sales audits, etc.
May prepare documents, reports or records by hand or machine and/or automated data entry process.
Receives and processes a varied number of accounting documents, examines accounting documents and ensures
each has appropriate approvals, post accounting information to data transaction sheets to reflect correct accounting
classification and utilization of funds.
Reviews daily and monthly computer printouts and reconciles with manually maintained journals. As required,
researches problem invoices to resolve any discrepancies. Searches records and files for discrepancies that exist in
order to reconcile data.

Performs other related duties as assigned.
Minimum Qualifications:
Must be able to apply basic accounting clerical methods and techniques. Must be skilled in the use of various
accounting machines, such as adding machine, calculators, etc., have a general knowledge of office practices and
procedures as they relate to processing and sorting of financial data or records, and have legible handwriting.
Experience in the use of personal computers is required. Six month of experience is preferred.


